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Summary
	
	

	
	I have seven months of customer service. I have many job skills that relate to Administrative jobs. I love interacting with customers. 


Skills
	
	

	
	Letters                                                                                         Answering Phone calls/ Making Phone calls
Filing                                                                                            Taking Transactions
Organization                                                                               Inventory
Customer Service                                                                       Accounts Receivables 
Cover Letters                                                                               Working with clients   
Confidential Information                                                          Internet searches
Microsoft Office Outlook, Word, Excel and Publisher         Data Entry
 Attention to detail                                                                     Transcription
 Copying, Scanning, E-Mailing, Faxing, and Printing             
 Deadlines 
Time Management 
 Learning new equipment/ documentation


Experience
	
	

	01/12/2015 to Present

07/07/14 to 07/24/14
	Cleaner, Service Master
[bookmark: _GoBack]My responsibilities are to clean St. Cloud Medical Group. I clean bathrooms, collect garbage, and recycling. I do have contact with customers on a daily basis.
Office Assistant,  Ashley Furniture
My responsibilities were to answer the phones, make phone calls letting customers know their item was in and ready for pickup, completing customer transactions, checking inventory, filing, Accounts receivables, and providing fantastic customer service.


Education
	
	

	08/09/13
	Associates of Science ,  St. Cloud Technical and Community College
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